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Schedule of Tuition and Fees 

 
Tuition is due biweekly in advance of services.  Tuition is due every other 
Tuesday on the Federal payday. 
 
Infants       $310 biweekly 
Young Toddlers      $310 biweekly 
Older Toddlers      $282 biweekly 
Two years       $258 biweekly 
Three years       $216 biweekly 
Pre-K        $206 biweekly 
Kindergarten age (Half-day) 
 Before/After School 
  One way (to or from school)  $150 biweekly 
  Both ways (to and from school)  $206 biweekly 
School age      

Day Camp (Summer)    $220 biweekly 
Before/After School 

  One way (to or from school)  $110 biweekly 
  Both ways (to and from school)  $170 biweekly 
 Drop In Fees 

Daily       $50 daily 
Hourly (2 hour minimum)    $10 hourly 

 
Multiple Children Discount: 
For 2 or more children enrolled   15% off oldest child’s tuition 
  
The following fee is due upon enrollment: 
Registration Fee      $35 
 
Security Card Replacement fee:   $20 per card 
 
Late tuition payment 
Tuition not paid on the due date (every other Tuesday) will be assessed a DAILY late fee of $10.00 per 
day.  If fees have not been paid within (5) working days, the child will be automatically withdrawn from 
the center.  Any EMERGENCY situation must be discussed with the Center Director PRIOR to the due 
date, and alternative payment arrangements must be made. 
 
Late Pick-up 
A fee of $5.00 per minute per child will be charged to your tuition account if you remain in the center 
after closing.  Fee schedules cover a maximum of ten hours per day for children.  If a child remains in 
the center more than ten hours, a fee of $3.00 per hour will be charged to your tuition account. Refusal 
to pay late fees and/or continued late arrival will result in withdrawal of the child from the center.  
 
Returned Checks 
In order to redeem a returned check, a $30.00 service charge must be paid by money order or 
cashier’s check.  Repetitious writing of dishonored checks will result in tuition payment by money 
order or cashier’s check. 
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INTRODUCTION 
 
Welcome to The Launching Pad.  The Launching Pad is operated by the 
Aeronautical Center Employees Child Center, Incorporated, (ACECC, Inc.), a 
private, non-profit corporation.  The center operates under the auspices of a 
revocable permit issued by the Federal Aviation Administration (FAA), and 
adheres to all policies and regulations mandated by the FAA. 
 
ACECC, Inc., was established in 1994 to serve the children of the Mike 
Monroney Aeronautical Center (MMAC) in an on-site childcare center.  The 
center is located on the MMAC campus.   
 
The Launching Pad opened in 1990.  In 2001, The Launching Pad was 
accredited by the National Association for the Education of Young Children 
(NAEYC). 
 
ACECC, Inc. is governed by a Board of Directors.  The Launching Pad Center 
Director and Office Manager are interviewed, hired, and supervised by the Board 
of Directors.  The Center Director is responsible for staff supervision and daily 
operation The Launching Pad.  The Board of Directors provides counsel and 
supervision to the Center Director and Office Manager as necessary.  Except for 
closed sessions, all meetings of the Board of Directors are open to all corporate 
members. 
 
The Launching Pad is supported by all the parent volunteers of the corporation 
through tuition payments and required fundraising activities.  The Board of 
Directors annually sets the minimum requirements and timetables for required 
fundraising activities.  The Board of Directors has commissioned a standing 
committee, known as the Parents Association, to support the center through 
fundraising and special projects.  The Parents Association meets monthly, and is 
comprised of nine parents of the corporation.  Members of the Parents 
Association serve as voting members of the standing committees of the Board of 
Directors.  The Board of Directors encourages all parents to support and 
participate in the Parents Association. 
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SECTION I.  PHILOSOPHY 
 
The Launching Pad is committed to a quality early childhood educational 
program operated in a safe and caring environment.  Input from parents 
regarding program content is always encouraged.  
 
 
SECTION II.  PROGRAM GOALS 
 
A.  Promote a positive self concept in children by encouraging children to: 
 

1.  Feel good about themselves and others 
2.  Exercise self-control 
3.  Have a sense of belonging 
4.  Show personal initiative 
5.  Have mutual respect for adults and peers 
6.  Accept rules without feeling threatened by them 
7.  Show confidence in management of their bodies (toileting and personal 

hygiene) and in basic physical skills (both fine and gross motor). 
 
B.  Provide a learning environment by providing the opportunity to: 
 

1.  Explore and exercise curiosity about the environment of the Center 
and the world 

2.  Understand community and social roles 
3.  Exercise and negotiate rules of group living 
4.  Use language to communicate effectively and to facilitate thinking and 

learning 
5.  Create through various media (paint, glue, sand, water, paper, clay, 

etc.) 
6.  Represent ideas and express their feeling through pretend play, 

drama, music, dance, and movement 
7.  Be imaginative 
8.  Acquire knowledge of and appreciation for the fine arts, humanities, 

and sciences 
9.  Construct understanding of relationships among objects, people and 

events such as classifying, ordering, number, space, and time 
10. Become literate individuals who gain satisfaction as well as 

information from reading and writing 
11. Gain knowledge about the care of their bodies and maintain a 

desirable level of health and fitness 
12. Gain confidence as a learner by having a positive attitude about 

learning 
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C.  Promote acceptance of cultural diversity by teaching children to 
understand and respect social and cultural diversity. 

 
 
SECTION III. PROGRAMS 
 
A.  General Programs 
 
The Launching Pad offers six programs to serve children:  INFANT, TODDLER, 
PRESCHOOL, SCHOOL AGE, SUMMER CAMP, and  DROP-IN CARE. 
 
The INFANT and TODDLER programs serve children ages 6 weeks to 36 
months.  The staff provides a warm and nurturing environment for the children in 
their care.  The staff uses eye contact, hugs, and other warm physical contact to 
develop a sense of trust in the children.  Besides routine physical care, the staff 
provides a variety of developmentally appropriate activities for the children to 
engage or observe.  Toys are provided for free exploration.  Active play on an 
enclosed playground develops large muscle groups.  Language skills are 
developed through music, listening to stories, and interaction with staff. 
 
As a child approaches age two, their imagination and curiosity give them great 
energy and creative potential.  Staff recognizes they need opportunities to 
develop and express these capacities.  The program develops this potential by 
providing lots of hands on learning experiences.  Materials for art, music, dance, 
science, and dramatic play enable children to enjoy the process of creating their 
own ideas and solving their own problems.  Opportunities to learn to make 
responsible choices are made available to the child.  Interaction with peers is 
encouraged under guidance of trained staff. 
 
Learning by doing is a key phrase in our PRESCHOOL program.  Children are 
encouraged to actively explore and interact with children, staff, and materials.  
Opportunities to practice self-help skills are encouraged.  Outdoor and indoor 
play are provided to exercise large muscle groups.  Fine motor skills are 
developed through puzzles, pegboards, bead stringing, construction sets, and art 
materials.  Children develop language skills through music, storytelling poetry, 
finger plays, and songs.  Exploration of blocks, science, math, and dramatic play 
materials allows children to exercise their natural curiosity. 
 
The SCHOOL AGE program stimulates the physical, social, emotional, and 
intellectual areas of development.  The curriculum is designed to meet the needs 
of individual differences in ability and interest.  The teacher facilitates the 
development of self-control by using positive guidance techniques such as 
modeling, redirecting, setting clear limits, and rewarding acceptable behavior. 
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The SUMMER CAMP program is offered to graduates of Kindergarten through 
age 10.  Outside enrollment in the program is limited to space availability.  
Children enjoy a variety of recreational activities including indoor and outdoor 
games, field trips, art, and crafts.  Children are encouraged to keep a written 
journal of their summer activities.  Additional Summer Camps may be offered as 
resources allow. 
 
DROP IN CARE for all age groups (18 months - 10 years) is provided on a 
limited space available basis.  Pre-registration in the program is essential.  A 
complete enrollment package, including a health certificate completed by the 
child’s doctor, must be completed before a child can be accommodated.  Parents 
must contact and receive confirmation from the Center Director to use this 
program. 
 
B.  Field Trips 
 
Except for the Infant and Toddler programs, the center supplements programs 
with trips away from the facility.  Parental involvement is necessary to accomplish 
field trips.  If adequate adult/child ratios are not met, either on the trip or 
remaining at the center, the field trip will be canceled.  Permission slips must be 
signed before a child may participate in a trip.   
 
Children shall not be transported on field trips in personal cars except for the 
children of attending parents.  Adequate emergency information on all children 
and first aid items shall be taken on all trips. 
 
Children out of the center on field trips will have adequate bathroom supervision.  
Staff will check public restrooms used by center children before allowing children 
to use them. 
 
If the field trip requires funding, parents will be expected to pay for the cost of 
admission and transportation (if applicable) for their child.  Some regularly 
scheduled trips are paid for by the center.  Parents attending the trip with their 
child will be expected to pay their own admission fees. 
 
C.  Meals and Snacks 
 
Children are served a breakfast, lunch, and an afternoon snack. Breakfast is 
provided every morning for all children who arrive before 8:30 AM.  Breakfasts 
and lunches are served in a family-style setting.  Fruit juice or milk is provided 
with the afternoon snacks.  The center follows federal guidelines in serving meals 
and snacks that meet your child’s nutritional needs.  Please do not send any 
food items with your child.  Childcare licensing regulations mandate that all 
food and beverages served and/or eaten in the facility be furnished by the center 
and served to all children.  The children are fed ample amounts of nutritious 
foods to satisfy them during the day.  If your child has special dietary restrictions 
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or requirements, please notify your child’s teacher and the Center Director, in 
writing.  A health care provider’s note must be on file advising of your child’s 
dietary needs in order for your child to bring food from home. 
 
A menu is posted on the bulletin board along with any menu substitutions.  
 
Parents of infants will be required to provide all formula, milk, and food for their 
child.  Parents of toddlers are required to provide all food until the child is old 
enough to eat what is offered by the center. 
 
Parents participating in a meal or snack time with their child are required to 
perform a 45-second hand wash immediately prior to serving their child.  Parents 
may only feed their own child.  Parents shall not dish food or in any way handle 
food from any serving bowls, but shall ask the teacher for additional servings, if 
desired. 
 
D.  Water Play and Aquatic Safety 
 
All children in the center are allowed to participate in water play activities both 
indoor and outdoor.  This may include play in water tables, bins, water harbors, 
etc. 
 
The outdoor water sprinkler is used in the summer for children ages 2 and older.  
Specific days will be posted.  Parents are asked to provide a bathing suit, towel, 
sunscreen, and water shoes to participate in this event. 
 
Swimming is limited to weekly swimming for the school-age children, and 
occasional lessons for children ages 4 and older, at an approved local pool that 
has certified lifeguards.  Swimming activities are optional.   Parents of the 
participating children will pay any costs associated with swimming.  A separate 
parental authorization shall be signed by a parent of each child for each event. 
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SECTION IV.  HOURS OF OPERATION 
 
The Launching Pad hours of operation are 6:30 AM to 6:00 PM each Monday 
through Friday.  The center is closed on Saturday, Sunday, Federal holidays and 
the week of Memorial Day.  
 
A.  Inclement Weather 
When the MMAC implements delayed arrival policies, the center will open 30 
minutes prior to the scheduled arrival time. 
 
The Launching Pad will close in accordance with the MMAC’s early dismissal or 
closing due to inclement weather.  Parents are expected to pick up their children 
from the center within 30 minutes of the time the MMAC closing or early 
dismissal is announced.  All non-MMAC parents will be called and notified of this 
information. 
 
B.  Late Pick-up 
The center will charge a late fee if you remain in the center after closing time.  
Please refer to the schedule of tuition and fees. 
 
 
SECTION V.  ENROLLMENT  
 
A.  Application for Enrollment 
 
The Launching Pad has an open enrollment policy.  However, preference is 
given to children of employees of the Department of Transportation, Federal 
Aviation Administration, Coast Guard, the Department of Justice, and other 
Federal employees.  Children are considered for enrollment without regard to 
race, disability, religion, sex, or economic status. 
 
A child must be between the ages of 6 weeks and 10 years to be admitted to the 
center.  Children over the age of 36 months should be toilet trained.  Your child 
will be accepted by The Launching Pad on a trial basis initially (up to eight 
weeks) and observed to determine the child’s ability to adjust to a childcare 
setting. 
 
Application for enrollment is made by completing an enrollment package, 
submitting a health certificate completed by the child’s health care provider, and 
paying the required fees. 
 
The Launching Pad welcomes children with special needs.  Our staff is 
committed to enabling all children reach their greatest potential.  Any special 
needs your child may have should be discussed with the Center Director upon 
enrollment. 
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B.  Tuition 
 
The Launching Pad is financially supported by tuition payments.  Tuition is paid 
every two weeks (every other Tuesday) in advance of childcare services. Tuition 
is not required for the week of Memorial Day since the center is closed for staff 
in-service training and major facility repair.  Refer to the schedule of Tuition 
and Fees.  
 
There is a tuition adjustment for families with more than one child enrolled at the 
center.  Please refer to the schedule of tuition and fees. 
 
 
C.  Withdrawal from Center 
 
The Center requires two (2) weeks advance written notice, in a form acceptable 
to the Center Director, from parents desiring to withdraw their child from the 
center for any reason.  Notice is required in order to allow the center adequate 
time to fill the child’s vacancy.  Failure to give proper notice will result in 
assessment of the biweekly tuition payment.  
 
The Center reserves the right to dismiss a child for non-cooperation by the 
parents or child, or inability of a child or parent to adjust to the Center’s program.  
In cases of delinquent tuition payments, no notice is required by the Center to 
terminate enrollment. 
 
D.  Tuition Assistance 
 
Tuition assistance is available to parents based on demonstrated need.  To apply 
for tuition assistance, a confidential application must be completed and submitted 
to the Office Manager.  The Board of Directors will review your application 
confidentially and notify you of its decision.  Your tuition assistance status may 
be reviewed periodically and adjustments made as needed.  The availability of 
tuition assistance is determined solely by the center’s financial requirements. 
 
E.  Returned Checks 
 
In the event your check is returned by the bank, a service charge will be levied. 
Refer to the Schedule of Tuition and Fees for the amount.  In order to 
redeem a check returned by the bank, the amount of the check plus the service 
charge must be paid promptly either by cashier’s check or money order.  A 
returned check is considered a late payment, and late fees will also be assessed.  
Repetitious writing of dishonored checks will result in payment by money order or 
cashier’s check. 
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SECTION VI.  FACILITIES 
 
A.  Classrooms 
 
Classrooms are organized by age and developmental groups and vary in 
enrollment to comply with DHS regulations and NAEYC recommendations. 
 
B.  Kitchen 
 
The kitchen area is for staff members only.  If an item is required from the 
kitchen, please ask a staff member for assistance.  No food or snack items are to 
be taken from the kitchen without permission from the staff.  Children are not 
allowed in the kitchen under any circumstances. 
 
C.  Playgrounds 
 
The children will be required to play outdoors daily, except during inclement 
weather.  If your child has outdoor restrictions, a health care provider’s statement 
may be required.  Developmentally appropriate play areas are available on the 
west, north and east sides of the complex. 
 
 
SECTION VII.  COMMUNICATION AND VISITATION 
 
A.  Conferences and Reports 
 
An activity report will be completed for each child on a daily basis.  The daily 
reports are available for you to pick up in the afternoon. 
 
Our teachers assess your child daily.  We will provide a written progress report in 
the fall and spring for your review and input.  At that time, we will schedule a 
conference to discuss your child’s progress.  For any problems, concerns, or 
desired information, an immediate conference may be scheduled with the 
teacher and/or Center Director. 
 
Parents are encouraged to communicate with teachers and staff about their 
child’s progress.  If you need to speak to a staff member on a non-emergency 
matter during the workday, please leave a message with the office.  The staff 
member will call you during the lunch or planning period.  Please do not 
interrupt group activities to discuss your child’s progress.   
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Parents are also encouraged to visit the center at lunchtime or any other time 
during the day.  No notice need be given to staff for visits, unless you are going 
to take the child out of the center.  The children one-year and older nap from 
12:30 - 2:30 so please do not disturb them during this time.  It is helpful for the 
staff to know if you will be coming to the center during this time so they will not 
put your child down for a nap if he/she will be leaving the center. 
 
B.  Program Evaluation and Feedback 
 
An annual Center program evaluation will be provided for parents to provide 
input, ideas, and constructive criticism. 
 
C.  Grievance Resolution 
 
If you have a grievance or a concern regarding the classroom, it should first be 
discussed with the teacher.  If you are not satisfied with the response from the 
teacher, the grievance should be taken to the Center Director.  If you are still not 
satisfied, the matter should be brought to the attention of the Board President.  If 
the Board President cannot assist in resolving the issue, it may be brought before 
the entire Board in its next regularly scheduled meeting. 
 
If you have a grievance concerning another child or children, the same procedure 
should be followed maintaining the utmost confidentiality.  Openly speaking 
about another child within the center is unacceptable. 
 
 
SECTION VIII.  SECURITY, TRANSPORTATION, AND PARKING 
 
A.  Security 
 
Parents and visitors may be required to display identification upon entering the 
building.  A magnetic key card security system has been installed for parents 
entering the center.  Persons using electronic entry cards shall not hold the 
door open for the admission of others, including other parents.  Two card 
keys are provided upon enrollment.  If a card is lost and requires replacement, a 
fee is required.  Upon withdrawal from the center, card keys must be 
surrendered, or a fee will be assessed.  Please refer to the schedule of tuition 
and fees. 
 
All children shall be signed in upon arrival each day, and signed out as they 
leave each day by an authorized adult.  Parents must submit a WRITTEN 
permission slip to change the listing of the person/persons authorized to pick up 
their child from the center.  Identification will be required.  We will immediately 
notify you by telephone in the event that an unauthorized person attempts to pick 
up your child.  Absolutely NO phone calls changing the designated person 
to pick up will be accepted under any circumstances. 
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B.  Transportation 
 
Children shall be transported in center vehicles only.  Designated personal 
vehicles that are pre-authorized may be used in the event of an emergency.  In 
the event of a mechanical breakdown or other unforeseen circumstances, 
parents of students participating in the Before/After school programs are 
responsible for transporting their child to his/her school until center-provided 
transportation is available again. 
 
C.  Parking 
 
Extreme vigilance and very slow speed should be used when entering and 
exiting the center parking lot.  Parking on the crosswalk is prohibited.  Failure to 
comply with this safety policy may result in removal of a child from the center. 
 
 
SECTION IX.  CLOTHING AND OTHER PERSONAL MATTERS 
 
A.  Personal Possessions 
 
All children shall have a change of clothing complete with underwear and socks 
that are appropriate to the current weather conditions at all times.  Children may 
bring a “security” blanket at any time for their personal comfort in the center.  
Blankets shall be labeled and MUST go home EVERY FRIDAY for laundering. 
 
B.  Toys 
 
Toys may only be brought to the center on “Show and Tell Day” in each 
classroom.  Toys brought in on other days will be kept in the office until the end 
of the day.  Toy guns, knives, swords or other items of violence are prohibited.  
Action figures depicting violence, such as Superman®, Batman®, Teenage 
Mutant Ninja Turtles®, Power Rangers®, and Transformers®, are also 
prohibited.  Trading cards, including sports and Pokemon®, are prohibited, as 
some may be valuable and easily lost.  The center is not responsible for lost or 
broken personal toys.  Books and videos brought to the center require approval 
of the Center Director. 
 
C.  Gum, Candy, and Money 
 
Gum, candy, or other personal snack food is prohibited in the centers.  Any of 
these items will be taken from the child.  The children are provided enough 
snacks and lunch to sustain them throughout the day.  Licensing regulations 
prohibit bringing these items into the Center except as provided in Subsection D 
of this Section.  Parents who bring in snacks for their children when picking them 
up are asked to wait until leaving the center before giving them the snack.  
Children should not bring money to the center. 
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 D.  Birthday Parties and Other Celebrations 
 
We enjoy celebrating birthdays at the center.  Parties are usually given in the 
afternoon after the children are up from their naps.  Times should be arranged 
with the teacher several days in advance. 
 
All preparations and display of party decorations are the responsibility of the 
parent.   Balloons are not allowed in the center because of the choking hazard 
they create. 
 
Food served in the center must be prepared in the center or by an approved food 
source.  Items brought in for parties must follow the same guidelines. There shall 
be sufficient food so that all the children in a specific group are served the same 
thing. 
 
You may keep things as simple or as extravagant as you like.  Characters or 
items that represent violence are strictly prohibited.  Parents should discuss 
decorations and themes with teachers prior to the party to ensure that characters 
are in compliance with center policy. 
 
Please keep in mind that celebrations tend to be for adults, as the children will 
not remember them.  Flash cameras and video cameras are welcome to record 
the event.  Visitors, such as close friends and grandparents, are welcome to 
come to the party, but we require you to limit visitors to a small number.  Too 
many unfamiliar adults in the children’s environment may cause anxiety, and we 
want the parties to be a fun experience, not a stressful one to the children. 
 
You may also schedule a character to come in the center for entertainment.  We 
encourage characters such as Barney?  or clowns.  Please consider the age of 
the children who are participating.  Children, at some stages, are frightened by 
clowns and characters. 
 
E.  Toilet Training 
 
Toilet training does not have to be stressful for the child or the parent.  Please 
indicate to us when a child begins toilet training.  We will indicate to you when we 
feel your child is approaching this step. 
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Once your child shows signs of readiness, we will begin to introduce toilet 
training if you have not already done so.  We suggest at that time that you 
discontinue the use of diapers.  Using training underwear will assist your child 
when manipulating clothing.  Elastic waist pants and dresses are easy to remove 
and reduce the level of frustration for a training child.  We want you to 
understand that we will keep your child dry at all times when they have accidents, 
but if they do not tell us they are wet, there may be times when they are wet.  
Please encourage your child to tell us when they have an accident.  We will 
always be there to assist, encourage, and praise all efforts made by the children. 
 
Prior to transitioning to a preschool class, your child should be completely potty 
trained for at least one month.  Your child should be able to communicate 
verbally with the teachers about his/her toileting needs and should be able to 
remove his/her own clothing when toileting.  A child who is comfortable with 
his/her own abilities makes an easier transition.  There may be some increase in 
toileting accidents, however, this is greatly reduced when children have been 
using the potty regularly without accidents for longer periods of time.  Children 
develop at different rates and some may not have completed potty training by 
age three.  If your child has not completed potty training by age three, the child 
may remain in the familiar environment of the two-year class until the training is 
completed and he/she is comfortable with his/her own ability to communicate 
toileting needs to the teacher.  We will not rush your child.  An early and rushed 
transition may cause feelings of anxiety and fear about the new classroom and 
often causes some regression in potty training. 
 
Working together and communicating with the teachers will help your child feel 
comfortable when toilet training.  Consistency and encouragement from home 
and school will bring success. 
 
 
SECTION X.  HEALTH POLICY 
 
A.  Toileting and Bathrooms 
 
The center has two separate sets of bathrooms for use by the boys and girls.  
Children under the age of three who are not toilet trained, must bring disposable 
diapers or underwear for staff to change.  An extra set of clothing appropriate for 
current weather conditions shall be made available by parents for storage in the 
child’s cubby. 
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B.  Illnesses 
 
The center continually strives to maintain a safe environment free of health 
hazards.  We cannot keep sick children in our center.  Parents are asked not 
to bring their child to the center if he/she has a fever or a constantly running 
nose, shows symptoms of a communicable disease (pink eye, sore throat, thick 
green or yellow discharge from eyes or nose, measles, chicken pox, ringworm, 
diarrhea, etc.), has open sores which may spread on contact, or is not feeling 
well enough to participate in normal activities. 
 
Children cannot be left at the center with any of the conditions listed below.  If 
any of these conditions develop while the child is in the center, you will be called 
and required to pick up your child. 
 

1.  A temperature of 100° F or above. 
2.  A temperature of 99° F or above with other symptoms. 
3.  Any intestinal disorder as specified in NAEYC’s “Guidelines for 

Exclusion.” 
4.  Any undiagnosed rash. 
5.  Headache. 
6.  Earache. 
7.  Sore throat. 
8.  Conjunctivitis, or “pink eye.” 
9.  Ringworm. 
10. Any infestation (lice, scabies, mites, fleas, etc.). 
11. Any condition in which the Center Director determines that the child is 

not acting well enough to participate in regular activities. 
 
If a health care provider sees a child, a release is required for the child to be 
readmitted.  Children must be fever-free without the aid of a fever-reducing agent 
(Tylenol? , Advil? , etc.) for 24 hours before they can return to the center.  
Children must be free of vomiting episodes for 24 hours before they can return to 
the center.  In the case of infestation, children may return to the center after the 
infestation has been treated and all signs of infestation are gone. 
 
If your child is ill and will not be attending the center on a given day, please notify 
the Center Director by telephone.  These guidelines are established for the 
welfare of the children.  
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C.  Accidents 
 
If a child has a very minor accident (small scratch or scrape), a staff member will 
apply an antiseptic and bandage, if necessary.  If the child is hurt more seriously 
(a head bump, cut, etc.) or has an accident that requires more than routine 
attention, the parent will be notified and informed of any actions taken.  In the 
event a child is seriously injured at the center, the 911 operator will be contacted 
first, and the parent contacted second. 
 
When a child is injured (other than a very minor accident), a written incident 
report is completed by the staff member present during the incident.  The staff 
member reports the incident to the Center Director and the parent is notified of 
the incident.  A synopsis of the incident will be included on the child’s daily report. 
 
D.  Medication 
 
Medication slips are provided, and are required for the administration of all 
medications. 
 
Prescription medication will be administered as stated on the original medication 
container.  The container must be clearly labeled with the child’s name, the name 
of the medication, the dosage, and frequency of dosage. 
 
Over-the-counter medication will be administered in accordance with label 
directions only.  Any medication administered on a regular basis must be 
accompanied by a current health care provider’s note that states: 
 

1.  Child’s name. 
2.  Dates for administering. 
3.  Name of medication. 
4.  Dosage. 
5.  Frequency. 
6.  Health care provider’s name, telephone number, and signature. 

 
Parents must indicate in writing the times by which medicine will be administered.  
Medication will not be administered on an “as needed” basis, which would require 
a medical judgement by a staff member. 
 
E.  Shoe Covers 
 
Shoes must be removed or covered prior to entering an Infant room.  Shoe 
covers are provided. 
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SECTION XI. DISCIPLINE 
 
The center is sensitive to the stages of behaviors that are common to all children.  
Our foremost concern, however, must be the safety and well being of every child 
and staff member at the center. 
 
A.  General Rules 
 
The ground rules of the center that you should discuss with your child are: 
  

1.  I will keep my hands to myself. 
2.  I will respect others. 
3.  I will respect others’ personal belongings. 
4.  I will respect the equipment and materials in the center. 

 
B.  Goal 
 
Children shall be respected in all situations of discipline and guidance.  The 
center’s goal is to guide children in an acceptable way; help them gain inner 
control; and to set limits to give them guidance and security. 
 
 When:  The teaching staff will always be responsible for setting limits that: 

1.  A child may not hurt himself/herself or others. 
2.  A child may not speak in a manner that is hurtful to another child 

or staff member. 
3.  A child may not destroy equipment or materials. 
4.  A child may not disturb any activity the others are engaged. 

 
 How:  To stop the action, the teachers will: 

1.  Redirect (limit his/her choice of activity, help him/her solve the 
problem). 

2.  Reinforce appropriate behavior. 
3.  Use “I” messages. 
4.  Use praise and positive reinforcement. 
5.  Hold their hand or let them sit on their lap. 
6.  Remove the child from the group or the activity. 
7.  Use Time Out (1 minute per year of age) only after an 

aggressive act. 
8.  Restrain a child that is completely out of control. 
9.  Use “natural and logical” consequences of the child’s behavior. 

 
Why:  Let the child know WHY in a clear and short statement of the reality 
of the situation. 
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There are certain types of behavior that are inappropriate at any time in a 
childcare setting.  In instances of any physical or verbal abuse (hitting, 
biting, kicking, throwing furniture or toys, cursing, etc.), the Center Director 
or his/her designee will determine the seriousness of the problem and deal 
immediately and appropriately with the problem.  This may include, but is 
not limited to, contacting the parent for the child’s immediate removal from 
the center, recommendation for suspension, or dismissal from the center. 
 
C.  Procedure 
 
When a child’s behavior is consistently inappropriate and disruptive to the 
classroom or presents a danger to any child or staff member, the following 
procedure will be followed: 
 

1.  The Center Director will schedule a conference with the parent and the 
child’s teacher.  If the parent cannot be contacted immediately, a 
sealed note regarding the time of the conference will be placed on the 
child’s sign-in sheet.  The parent will be expected to attend the 
meeting. 

 
2.  The parent will be expected to correct the problem with the child 

immediately.  Please remember that the center cannot be the primary 
agent in disciplining your child. 

 
3.  In matters of a serious nature, parents will be called to the center 

immediately to either privately discipline the child or to take the child 
out of the center for the remainder of the day.  At this time, the center 
may enact an immediate suspension of up to three (3) days pending 
action by the Board o f Directors. 

 
4.  In the event that no solution to discipline problems can be found and 

the behavior continues to be disruptive, inappropriate, or dangerous to 
children or staff, the Center Director will bring the matter to the 
attention of the Board of Directors for appropriate action, which could 
result in suspension or dismissal. 
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D.  Biting Policy 
 
The center recognizes that biting is a natural behavior for very young children 
who are not verbal enough to express wants and frustrations clearly.  
Furthermore, when teething, children may bite to relieve discomfort. 
 
While recognizing that biting is a stage that some young children will go through, 
the center cannot permit unrestrained biting because of the dangers to other 
children.  The center provides smaller group settings for young children and 
stresses the importance of careful supervision as a preventative measure.  Our 
Toddlers are provided with age-appropriate materials and a variety of sensory 
activities in order to help decrease this behavior. 
 
When a child bites another, parents are informed and the incident is recorded.  
Successive bites may result in parent conferences, and in severe cases, 
immediate removal by the parent and/or involuntary dismissal from the center.  
The Center Director and staff will work in every way possible with the parent to 
solve any discipline problems.  However, if a lack of cooperation is detected, 
dismissal will be recommended to the Board of Directors. 
 
E.  Helpful hints on children’s behavior 
 
Periodically throughout the year, we will make available articles on Parenting 
skills, discipline, feeding, toileting and other important issues.  If you should read 
a good article on childcare, please share it with us so that we might share it with 
other parents. 
 
 
SECTION XII.  CHILD ABUSE PREVENTION 
 
In an effort to prevent child abuse, the center will follow guidelines established by 
the Oklahoma Department of Human Services and NAEYC.  Other efforts to 
prevent child abuse may include, but are not limited to thorough background 
investigations of staff, periodic interviews with children and parents concerning 
day to day occurrences, and reporting suspicions or allegations of child abuse to 
DHS for investigation. 
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SECTION XIII.  EMERGENCY PROCEDURES 
 
In the event of fire or other emergency at the center, the children will be 
evacuated.  In the event of severe weather, the children will be taken to 
designated areas within the center.  If there is an emergency that prohibits the 
children from returning to the building, the children may be picked up in the 
tunnel between CAMI and the Multi-Purpose Building. 
 
Fire drills are conducted monthly.  Bomb threat evacuation drills are conducted 
quarterly.  Tornado drills are conducted quarterly, with special emphasis training 
provided to the staff during Oklahoma Severe Weather Preparedness Week each 
spring. 
 
 
SECTION XIV.  POLICY ON STAFF OUTSIDE EMPLOYMENT  
 
Staff members are prohibited from relating to children who are enrolled at the 
center outside approved center activities, including babysitting, outings, and trips. 
 
 
SECTION XV.  CHANGES TO THIS HANDBOOK 
 
The purpose of this handbook is to convey information about center policy.  The 
Board of Directors may, from time to time, amend certain sections of this 
handbook.  When changes are made a change description sheet and updated 
replacement pages will be provided for each corporate member.  It is your 
responsibility to maintain an updated copy of the handbook with any subsequent 
changes.  This handbook supercedes any and all previous copies of the Parent 
Handbook. 
 


